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Section 1: New Student Registration 
 

 
 
 
 
There are (3) categories of students: 
 

• FAA Employees 
• Non-FAA Employees 
• International Students 

 
Students of all categories must complete the following required fields: 
 
• First Name, Last Name, e-mail, password, position/title, mailing address, supervisor’s 

name and email address. 
 
• In addition, there are other required fields for: 
 

FAA employees:   SSN, FAA region, routing symbol, service, grade/rank. 
Non-FAA employees:  SSN, employer/sponsor.  
International Students:  employer/sponsor. 
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Non-FAA students could skip step 4: supervisor information. 
 
International Students: 
 
Online registration cannot be processed at this time. 
Please contact FAA Academy Student Services at following: 
 
FAA Academy Student Services 
P.O. Box 25082 
Oklahoma City, OK 73125 
 
Tel: (405) 954-3923 
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A “Welcome” e-mail will be sent to each new student for future reference after 
successfully registered.  
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Section 2: Student Login 
 

 
 
 
 
Login page: 
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Login name and password: 
 
• The student’s login name is the same as their email address.  If the student changes 

his/her email address, then he/she must log in using the new email address. 
 
• The password is assigned by the student and must be 4-8 characters or numbers.   No 

spaces or symbols are allowable.  Students may change their password anytime when 
logged into their account. 

 
• If a student forgets their password, they may use the “Get Password” function shown 

below. 
 

      
 
Password is sent to the e-mail address registered. 
 

 
 
 
 
 



 

Correspondence Study                                                                                            5/2/2002 8

The following screens are displayed after successfully logging in as a student: 
 

 
 
To enroll a new course, select “New Enrollment”. 
To view all enrollments, submit an exam online, or check you exam grades, select 
“Current Enrollments”. 
To update your personal information, professional information, select “Edit Profile”. 
To update your supervisor’s information, select “Update Supervisor”. 
To change the mailing address, select “Update Mailing Addr”. 
To change the password, select “Change Password”. 
 
After enroll in a new course, an email is sent to the supervisor for approval. Below is a 
sample: 
John Smith: 
 
We received the following course enrollment request: 
 
Student: John Doe 
Position/title: Web System Analyst 
Region: AMC 
Routing Symbol: AMA-300 
Service: training support 
Course Number: 07406 
Date Enrolled: Apr 24, 2002 
Course required as: A training requirement 
 
Click the link below to approve or reject the request: 
https://www.academy.jccbi.gov/ama310c/verify.asp?eid=8_161&sv=Lu 
 
If the link doesn't work, reply to this message with "Approve" or "Reject" in the message text area.
 
Correspondence Study Administrator 
Tel: (405) 954-0227 
 
 
There are 6 statuses of enrollments: NEW, APPROVED, REJECTED, COMPLETE, 
FAILED and WITHDRAWN.  
 
If a NEW enrollment remains unverified for 6 months, it will be WITHDRAWN. 
 
If there were no activity for 6 months after approval, the APPROVED enrollments will 
be “WITHDRAWN”. 



 

Correspondence Study                                                                                            5/2/2002 9

 
In addition to viewing detailed information of all enrollments, students are able to: 
 

1) Search course information;  
2) Submit test answers online;  
3) Check test/exam grades; 
4) Request final exam materials. 

 
Click “Submit” to submit a exam. 
 

 

 


